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Discussion/Interpretation: This policy and associated procedures cover subjects such as 
when each type of contract should be used, working with independent contractors, contract 
solicitation, evaluating bids or proposals, negotiation, contract development, execution and 
administration and contract recordkeeping.   

Those involved in contracting should take note of changes to the informal solicitation process.  
It now requires the Contracts and Procurement office to review all informal solicitations.  They 
will make a determination if the solicitation will be handled by the C&P office or by the 
requesting program office. 

Managers should also specifically note their contract administration responsibilities.   
 
Implementation/Transition Instructions:  Users will need to change how informal 
solicitations are handled if they have not already done so.  Please read AS-020-004, Trade 
Services Contracts policy and as necessary, follow the steps outlined in AS-020-004-01, 
Trade Services Contracts (PSK) procedure. 
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Training/Communication Plan:  The Contracts and Procurement office has been educating 
program offices and contract administrators of their roles and responsibilities in the DHS 
contracting process.  
 
Local/Branch Action Required:  Implement policy requirements. 
 
Central Office Action Required:  Review and update policy and procedures as necessary 
and respond to questions and inquiries. 
 
Field/Stakeholder review:  Yes  No 

If yes, reviewed by: Administrative Services Policy Review Team 
 
Filing Instructions:  None.  DHS Administrative policies and procedures can be found on the 
DHS web site at: http://www.dhs.state.or.us/policy/admin/index.htm  
 
 
If you have any questions about this policy, contact: 

Contact(s): Linda Reed 
     Phone: 503-945-6708 Fax:       
     E-mail: linda.reed@state.or.us  
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